
ONLINE SERVICE ORDER PLATFORM USER GUIDE
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Online Service Order Platform Flowchart

Form 1, 1B, 1C, 2C, 8, 12, 20, 21, 23, 24, 25, 26, 27 are for information collection and will not appear as orders. Follow-up action will be taken by the Operations 
Centre.

Exhibitor can click “Export” to save a copy as PDF，or click ‘View uploaded’ to view Form24,25,26.
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Homepage

Side Menu

Stand Information → Exhibitor and stand information

Service Form Submission→ Submit online service forms 

including A11 entitlements

Stand Plan Submission → Submit stand plans, technical 

plans and exhibit layout plans.

Contractor Qualification → Upload documents like contractor 

business licence, certificate etc

Technical Documents → Download Technical Regulations, 

Pre-arrival guide，User Guide etc.

Welcome window:

• Switch Exhibitor Account (For multiple applications)

Return to Exhibitor centre
Top up right button:

• Return to Exhibitor Centre 



Homepage

Top right panel functions:

    My Orders→View My Confirmed Orders

    Shopping Cart→To view Shopping Cart

    Shopping Cart→View My Orders under Review

    Shopping Cart→View My Logistic Services Orders

    Notifications

    View Contact Information

    Switch between English & Chinese 

Return to Exhibitor centre



• You can modify the quantity, delete the item, or “Submit for Review” 
• Please review and submit your orders by clicking "Submit for Review" 
• After checking out, the order goes to      “My Orders”

Shopping Cart – for forms 1A, 2, 2A, 2B, 2D, 2E, 2F, 3, 3A, 4, 7, 9, 10 

Return to Exhibitor centre



• Submitted Form 5, 6, 11, 22, 22A can be found here under 

"My Order under Review"

• Upon approval, an Order Confirmation will be sent via email 

and the order can be found under      "My Orders” 

My Order under Review

Return to Exhibitor centre



• Submitted Forms 13 to 18 would be found under “My Logistic Service 
Orders” inside      "Shopping Cart".

• The Onsite Logistical Contractor (OLC) will contact you via email to 
confirm your order.

My Logistic Services Orders

Return to Exhibitor centre



You may view the order status of your submissions via 'My Orders'.
• Submitted: Pending Operations Centre to issue Order Confirmation
• Pending Payment：Order Confirmation has been sent to your email, 

pending your payment
• Approved: Payment received

My Order

s

Return to Exhibitor centre



• Click on “Stand Plan Submission” on the left menu 
and “Upload drawings” under the relevant category. 
• After the upload is completed, a pop-up message 
“Upload successfully” will appear. An email notification of 
receipt will also be sent to you.
• Please refer to the “Technical Regulations" articles B8, 
B10, B11 for information on stand construction.

Stand Plan Submission

Return to Exhibitor centre



• Click on “Contractor Qualification” on the left 
menu  “Upload Document” under the relevant category
• After the uploading is completed, a pop-up message 
“Upload successfully” will appear
• It is recommended to combine all documents into one 
PDF file and upload it to item 1 “All documents required”.

Contractor Qualification

Return to Exhibitor centre


